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Purpose: To outline the situations in which employees will be paid for time off from 
their work. 
 
Policy Details:  
For purposes of time-off policies, full-time shall be defined as anyone who works 32(or 
more) hours per week during the school year week.  Part-time shall be defined as 
employees who works 15-31 hours per week.   
 
Full-time employees will be given 10 days per school year of paid time off. Part-time 
employees will be given 5 days per school year of paid time off. 
 
Short and long-term substitutes and individuals who are paid per class are not eligible for 
time off benefits. 
 
Paid time off (PTO) encompasses sick, vacation and personal days.   
 
In the event of a snow day, non-salaried inidividuals will receive pay for their regularly 
scheduled hours for the first three snow days.  The fourth and subsquent snowdays will 
be rescheduled, thereby the individual will not lose income. 
 
Any days above the allotted PTO that an employee is absent from his or her duties shall 
be considered to be unpaid days.   
   
 
 
 
 


